


COMPETENCE, TRAINING AND AWARENESS CONTROL PROCEDURE 


Type of Document: 


Qu ality Managem ent System Procedures 


Document No. 


TWD-QP-AGS-002 I Rev. no. 


Execution Date 


Revision Type 


Change Description 


Originator 


Newly established in accordance 


to the ISO 9001:2015 
requirements. 


P. MAESTRADO 


iESTRADO 


BOBAD1LLA 


Originator 


ISO Facilitator 


3n;a Wate r 


ta- n sa wav e 


'istnct 


This document is updated and controlled if it bears the 
“CONTROLLED COPY" stamp. Otherwise, please refer to 
Document Control Center (DCC) for your updated copy . 


MASTER COPY 


CONTROLLED COPY 


TANZA WATER DISTRICT 



Competence, Training 
and Awareness Control 
Procedure 


Document No. 

TWD-QP-AGS-002 

Revision Level 

0 

Page 

Page 2 of 9 


l.o OBJECTIVE 


3.0 


4.0 


This documentation aims to identify the training needs, implementation and evaluation of effectiveness 
of trainings provided to the employees of the Tanza Water District. eTiect.veness 


2.0 SCOPE 


This procedure covers all employees of the Tanza Water District from the planning of trainings to the 
implementation and monitoring of trainings. ® 

DEFINITION OF TERMS 

3.1 TNA - Training Needs Analysis. Form accomplished by the Division Managers to summarize 
training needs of his division based on the Individual Development Plan of his employees. 

ATP — Annual Training Plan 


3.2 

3.3 

3.4 

3.5 

3.6 

3.7 

3.8 


Training shall include orientation, workshops, trainings, briefings, seminar, spiritual uplifting 
hands-on trainings, conferences, lectures and the like. 

Internal Training -trainings conducted by the agency. 

External I training - special training programs such as developmental trainings that can be acquired 
trom outside training institute or consultant. 

Civil Service Commission (CSC) Qualification Standard Manual - the manual containing the 
minimum qualification requirements for all positions in the government in terms of education 
experience, training, civil service eligibility. 

Individual Development Plan (IDP) - a TNA tool which every employee shall accomplish In order 
to determine what learning and development interventions are to be conducted or attended to 
achieve the employee's short-term or long-term career goals. 

Personne! Development Committee (PDC) - refers to the committee which handles all learning 
and development matters of all employees. 

REFERENCE DOCUMENTS 

4.1 Control of Documented Information Procedure 


4.2 


4.3 


Omnibus Rules Implementing Book V of Executive Order 292 and other pertinent Civil Sen/ice 

Laws 


Human Resource Management Control Procedure 
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4.4 Civil Service Commission (CSC) Memorandum Circulars 

4.5 Code of Conduct and Ethical Standards of Public Officials and Employees (Republic Act No. 6713) 

5.0 RESPONSIBILITY AND AUTHORITY 

51 Pten General Manag6r ShaH be res P° nsib,e for the fi nal review and approval of the Annual Training 

5.2 The Personnel Development Committee (PDC) shall be responsible for: 


5.2.1 The development of Annual Training Plan and ensure the overall coordination to 
guarantee systematic and on-time implementation of the training program. 

5.2.2 The coordination with external parties such as government agencies and training 

institutions for the possibility of hiring speakers, facilitators, resource persons for the 
trainings. 


All division managers shall be responsible: 


5.3.1 For identifying their personnel training needs and the submission to PDC for 
consolidation. 

5.3.2 For preparing and maintaining their training materials. 

5.4 The HR Unit shall coordinate Annual Training Plan and maintain training record of each employee. 

6.0 PROCEDURE DETAILS 


6.1 General Guidelines 


6.1.1 Job Order Employees 

6.1.1.1 HR Unit shall give orientation to newly hired employees then endorse to the 
concerned division, after the orientation. 

6.1.2 Permanent Employees 

6.1.2.1 Training needs of permanent employees shall be updated on a yearly basis using 
the Training Needs Analysis Form to be accomplished by the Division Manager, 
submitted to the HR Unit for consolidation, evaluation and analysis. 


A semi-annual Performance Evaluation of all employees shall be one of the bases 
in identifying training needs for the career development program of management 
staff and shall provide them tools to effectively carry out management tasks and 
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6.2 


cSe7de“op™"t rd ° PtimlZ ' n8 ^ mU “" ^ °' ' he a " d 

6.1.2.2 Any significant change of working quality, quality system, and technical 
nowledge occurred, the required training should be provided to the affected 
personnel immediately by the division if available, if not, an immediate external 
training will be provided to the employee concerned upon availability. 

6123 concerned!^* 10 ^ ** tra " Sferred to another J ob shall get training by the division 

6 ' 1 ' 2 ' 4 nnp< : T P,OVe T re dir6Cted t0 Pr6Pare th6ir ° Wn ,ndividual Development Plans 
( DPs) using the prescribed form. On an annual basis (or more frequently) 

™ and employees meet to discuss the career and personal learning 

needed and Tl° Ve !r 3ge " Cy ' identify the Earning steps and resources 
eeded, and put together an Annual Training Plan to achieve those goals over the 
coming years. 6 

Planning and Implementation of Training 


Process Flow 

In-charge 

Process Description 

C st 

art 




r 

Division 

Manager 

Shall determine the competency gap of their 
subordinates based on the Qualification 
standards of the Civil Service Commission (CSC) 
to define competency requirement for every 
position based on: 

a) Education 

b) Experience 

c) Training 

d) Eligibility 

f 

Determine 
Competency Gap 

v__ 




Note: 

Other sources of trainings shall include: 

a) Performance Evaluation 

b) Management Direction 

c) TIMA Survey 

d) Individual Development Plan 

l! 

J 

1 

— i 

i 

! 


Records 


Qualification 

Standard 

Manual 


Qualifications & 
Training Matrix 


Annual Training 
Plan 

Individual 

Development 

Plan 
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Division 

Manager 

Shall determine the competency gap of their 
subordinates based on their current 
performance. 

Note: 

Competency gaps shall be filled-in by 
appropriate trainings and shall be reflected in 
the Annual Training Plan. 

IPCR 

OPCR 

r 

Determine 
Competency Gao 

V 




r 

Division 

Manager 

Shall submit their Training Needs Analysis to the 
Personnel Development Committee to be used 
as basis in establishing the Annual Training Plan. 

Training Needs 
Analysis (TNA) 

TNA 




r 

Personnel 

Development 

Committee 

Shall collate Training Needs and make a 
summary of the result and prepare the Annual 
Training Plan. 

Note: 

A summary of the result of the OPCR and IPCR 
shall be made and competency gap shall be 
filled-in by a training. 

Training Needs 
Analysis (TNA) 

Annual Training 
Plan 

Summarize TNA 




r 

General 

Manager 

Shall approve the Annual Training plan. 

Note: 

In cases where additional trainings are necessary 
to be included in the already approved Annual 
Training Plan, the division manager shall write a 
letter request to the General Manager and state 
the reasons why such training should be 
included. Requests shall be justified by the 
division concerned. 

Annual Training 
Plan 

r n 

Approval of Annual 

Training Plan 
v J 




f 

Personnel 

Development 

Committee 

Shall distribute the approved training plan to the 
Division Managers. 

Annual Training 
Plan 

Distribution 




r 




C End ) 
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6.3 Internal Training 


Process Flow 


Start 


In-charge 


Process Description 


Assign Trainer 


Division 
Manager of 
AGSD 


Prepare Training 
Materials 


Division Trainer 


Shall designate a Division Trainer of their 
respective offices who, irrespective of their 
functions, shall be responsible in the conduct of 
office orientation covering any of the following 
topics: 

• Office Procedures 

• Job Functions 

• Other job related topics 

Note: 

A qualified trainer shall at least possess one of 
the following criteria: 

• Has experience in the training subject 

• Attended an external training regarding 
the subject 

• Post/Undergraduate experience about 
the subject 

• Demonstrates expertise about the 
train ing subject 


Training 


Regh trattonMark: 


Tanz^WaWDIstricf 


Division Trainer 


OCT ' 7 2010 

MASTER COPY 


Shall prepare training materials and get approval 
from HR Unit to ensure completeness of the 
training materials. 

Note: 

Training method can be classified as follows: 

1) Lecture 

2) Self-study by trainee using available 
training materials 

3) Discussion, workshop and seminar 


Shall conduct the training. 

Note: 

The Division Trainer shall prepare attendance 
record. This will serve as evidence of the training 
being conducted. 


Records 


CSC Circulars, 
Omnibus Rules 
implementing 
Book V of EO 
292, 

RA 6713 


Training 

Materials 


Attendance 

Sheet 
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Training 

Effectiveness 


Division Trainer 


Summarize Result 


Shall perform the measurement of training ~ 
effectiveness either: 

1) Exam after the training 

2) Post Training Report 

3) Conduct P erformance Evaluation 


HR Unit of 
AGSD 


Shall summarize the result of the training. 


Evaluation 


Division 
Manager and 
HR Unit 


Training History 


d“ZD 


HR Unit 


six 


Shall conduct performance evaluation after 

(6) months of attending the training to verify 
effectiveness of the training. 

Note: 

The result of the performance appraisal shall be 
one of the sources of the TNA. 


Shall update the Individual Training History of 
the employee based on the trainings attended. 


Training 
Feedback and 
Evaluation 


Individual 
Training History 


External Training 


Process Flow 

In-charge 

Process Description 

Records 

SBrt 



‘ ~j 

V 

/ — — — . 

Receipt of 
Invitations 

V 

HR Unit 

Shall receive invitations and notices of trainings 
to be administered by external trainers and/or 
organizations. 

Notices / 
Invitations 


U i 

— — L 


i 
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Shall prepare PDC memo to notify concerned 
divisions of the training offered and solicit 
nomination of possible attendees. 

Shall assess, evaluate and determine the most 
qualified nominees to attend the training. 


PDC Memo 


Shall prepare recommendation to the General 
Manager. 

Shall decide and approve the final attendee/s 
to the training. 

Shall prepare PDC memo notifying thequaiified 
employee/s of his participation to the said 
activity. 


Recommendation 


Processing of 
requirements 


Reporting 


Trainee 


Shall facilitate the preparation of all the 
necessary documents (registration fee, travel | 
allowance, accommodation etc.). 


Trainee 


Evaluation 


Division 
Managers and 
HR Unit 


Training History 


dj“ID 


HR Unit 


After attending the training, shall submit the 
Post Training Report, photocopy of the Training 
Handouts and photocopy of the Training 
Certificate or any related documents. 

Note: 

If necessary, the trainee shall give In-House 
Training in coordination with the HR Unit (echo 
session). 


Post Training 
Report 


Shall conduct performance evaluation after six 
(6) months of attending the training to verify 
effectiveness of the training. 

Note: 

The result of the performance appraisal shall be 
one of the so urces of the TNA. 


Shall update the Individual Training History of 
the employee based on the trainings attended. 


Training Feedback 
and Evaluation 


Individual Training 
History 
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6.5 Reports 


Reports 

Frequency 


Responsible 

Annual Training Plan 

Annual 

Personnel Development 
Committpp 

Post Training Report 

Every after attendance to 
training/seminar 

•■•tut. 

Trainee 


7.0 PERFORMANCE INDICATORS 


7.1 


The approved Annual Training plan shall be 
implementation of Tanza Water District. 


implemented based on the targeted percentage of 


8.0 ATTACHMENTS AND FORMS 


8.1 Form 1 - Annual Training Plan 

8.2 Form 2 - Qualifications and Training Matrix 

8.3 Form 3 - Attendance Sheet 

8.4 Form 4 - Training Feedback and Evaluation Form 

8.5 Form 5 - Individual Training History 

8.6 Form 6 - Post Training Report 

8.7 Form 7 - Individual Development Plan 

8-8 Form 8 -Training Needs Analysis 
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QUALIFICATIONS AND TRAINING MATRIX 


Office: 
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ATTENDANCE SHEET 


Activity: 

Date: 
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n a few sentence, summarize what you have learned from the training 


[TO BE FILLED UP BY TRAINOR: 


|The trainee has actively participated 


on the workshops. 


[ Thg_traineehas^understood the topic/s dis cussed. 

[The trainee has cope up easily on the flow of discussion compared to the rest of' 


TO BE FILLED UP BY SUPERVISOR: (after 6 months) 


[The training has improved the performance of the abovementioned employee 


terms of: 


Quality of Work / Service 


Productivity 


Attitude / Behavior 
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CONTROLLED COPY 


TRAINING FEEDBACK AND EVALUATION FORM 


jSeminar/ Course Title 
Seminar / Course Date(s) 
ITraining Organization 
[Name of Staff Trained 


jPlease fill up this form by indicating the appropriate boxes with a cross (X) 

|TO BE FILLED UP BY TRAINEE: 

|Do you think the topic discussed would help you to improve the quality of your 
|work? 

[Areallc|uestions answered during the training? 

jWould you recommend the same training to your co-workers? 


Trainee's Acknowledgement: 


Name / Signature / Date 


RATINGS 

< Agree - Disagree > 

5 4 3 2 m 


AGS-055-00 



Republic of 1 1 

ANZA WA 

Tanzci 


he Philippines 

TER DISTRICT 

i, Cavite 


INDIVIDUAL DEVELOPMENT PLAN 


1. Name 



5. Years in the TWD 


2. Current Position 



6. Division 


3. Salary Grade 



7. Office 

— 

4. Years in the Position 



8. Supervisor's Name 



PURPOSE: 


I To increase the le 
I I To meet the corn] 

I I Others, please ipc)i 


•vel of competencies of current position 
petencies of the next higher position 
cate 


CAREER DEVELOPMENT: 


Training / Development Interventions for the period 


Area for Development 


Development 


Activity 


CERTIFICATION AND COMMITMENT 


This is to certify that my competency assessnji 
development plan has been discussed with 
immediate superior. I further commit that I 
time and effort to ensure that my 
Development Plan is achieved according 
time frames. 


to 


Tanza Water 


OCT 2 7 

MASTER 


Target Completion 
Date 


Completion 

Status 


District 


COPY 
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Employee Name and Signature / Date 


ent and 
e by my 
exert 
Individual 
agreed 


mi 


Supervisor's Name and Signature / Date 
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POST TRAINING REPORT 


Date: 


Course Title 
Training Institute 
Training Period 
Trainee 

Content of Training: 
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Prepared by: 


Checked by: 


Approved by: 
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TRAINING NEEDS ANALYSIS 

For the year 


Division: 



Prepared by: 


Division Manager 


Date 


